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APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVED ANG ISTORY

RECORDS MANAG EMENT DIVISION

= INSTRUCTIONS: See Publlcatlon No 76— IM—1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue, Atlanta, Georg|a 30334,
Attention: Scheduling Section, ! ,

FOR AGENCY USE - | 1. Agency Address . ___FOR RECORDS MANAGEMENT USE
Appfication Date | Department of Education [ Application Number
Office of Administrative Services 77-384-A
Application Number 71 Twin Towers EaSt,3ég§2 Floor s Date Received Date Completed _
At]anta, Georgia : ;
| g 1398 L NAN 15 1985 lFEB 1 1985
2. Person to Contact Workmg Title Telephone Number
Mary Calhoun , Administrative Secretary 656-2438

3. Action Requested
a. [0 Establish Retention Schedule; record will continue to accumuiate
b. [ Dispose of present accumulation; no further accumulation anticipated.

c. Amend Application No. __ 77-384-A __ Check One: Kl Change; O Supercede; O Void . .

4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest = . Latest ' ' '
1975 | To Date ADMINISTRATIVE SERVICES CIRCULAR LETTER FILES |
Taijigbﬁad Office Function What is the function of the Division and the Office in which this record series is created?
h! . ) . ‘
NO CHANGE
7. Record Series Description This file contains the followmg documents (mclude form numbers and titles, if any):

Attach samples of the file,
Documents relating to:

NO CHANGE

Included are:

NO CHANGE

File is arranged:

NO CHANGE o
8. Monthly Reference Rate “How often are records referred to which are: B . B
One to six monthsold ___-~ 15 ; Seven to twelve méﬁ;hs old__—_ 10 _: Thirteen to twenty-four monthsold ____ 6 __;
twenty-five monthsand older _— 3 ? : o )

9. Annual Rate of Accumulation of Records
Letter-size drawers

____:legalsizedrawers . ;Shelves __________;Other (specify)

AR—50—71; Rav, 76 B - -~ (Owver)

+



| YES | NO | 10. Questionnaire __ (Place an '*X" in the proper column) - ‘e

Is this the officia! copy of the series? : _ S . _ -
LS _Lnot whereisit? . _ | !

b. Does the series contain confldential mformatlon requiring security handling? If yes, ite Iaw or regulation.

. Isthisa v:tal record?

[ -

X

X

X d. Does this series have historical or long term research value?
2. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
- documents be scheduled separately? L - e _

| ] X_ | £. Isthe information contained in this series ever gubllshed? If ves, attach cc yes, attach copy.

g. s the information contained in this series ever analyzed and/or recorded in a summarized report?
| X | _Ifves attachcopy. _ B, O _

h. [Is there a duplication of this series in your office, or in another office or agency? !
If ves, where?

1 X | .. Isthisseriesfora m_anLpQrLOnQ_ftt}iBgulariy microfilmed? _ S

X j._Does the record series result in a computer printout?

11. Retention Requirements ~ The following requires the series to be kept:
a. StateLaw = _ T T T years, d. Auditperiod ~ 7 T T __~ __ years,
b. Statute of limitation .___years. \ e. Administrative need _ 4 years.
c. Federal law _.years. f. Federal retention instructions e e YEAIS,

Attach oopy or excert of laws or regulations. Explain adrf\inistrative need.

5

Admlnlstratlve need of 4 years is due to an increase in the monthly reference rate
after twenty-five months. :

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
a ' KX Calendar Year: O Fiscal Year; O Other then,

X1 Hold in the current files area _months) 4
O Transfer to local holding area; hold . year{s}; then
O Transfer to State Records Center; hold _________year(s): then
0 Destroy.

Transfer to State Archives for permanent retention. .
O Other (Specify) o

.year(s); then

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designes  {Signature) Date -] Records Management Officer (S:gnamm} ' Date

MW_ -k_Zz /L@Jmm . ,Zg@f

State Records Committee fSlgnawre) Date

Recommendations in para- - N 3 y
graph 12 are approved. State Auditor/Designee M,-JJ - ’Aﬁ‘ ? §

(If disapproved, attach letter

of explanation.) Secretary of State/Designes wd/l/t,{ a,(m_/ ' //J-‘)r/ ?S—

_ Attorney General/Designee . ‘
AR—50—71;, Rev.76 . = ide — M‘
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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

Attention: Scheduling

INSTRUCTIONS Ses Publication No. 76—RM-1 for instructions on completing this forh1 Forward ssgned ongmal to
Department of Archives and History, Records Management Division, 3:!) Capitol Avenue Atlanta, Georgia, 30334,

FOR AGENCY USE

Application Date

S

Section.
1. Agency Address - - FOR RECORDS MANAGEMENT USE
Department of Education - Apphcatlon Number

Office of Administrative Services 7—3 Bq. A

Application Number

Twin Towers East, 16th Floor

—
2. Person to Contact

0334 Date Received DmCompletod
L Atlanta, GA 303 o MAY 281982 | JUN 81082
a T Working Title “Telephone Number

Mary Anne Bauer . " Princial Secretary 656~2438

3. Actuon Requested
a. [ Establish Retention

-¢. B Amend Application |
4. Dates of Serias

Schedule; record will continue to accumulate.

b. O Dispase of present accumulation; no further accurnulation anticipated.

No.____ 77-384-A  Check One: [} Change; KX Supercede; O Void

6. Records Series Tltle {followed by title used in office; if different)

!

Earliest Latest
1975 | To Date ADMINISTRATIVE SERVICES CIRCULAR LETTER FILES _
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Office of Administrative Services is responsible for providing supportive

bo both the State Department of Education and local school systems through Fiscal Services,
Facilities and Transportation, Regional Education Services, Public Information and Pub-
lications, Public Library Services and Local Systems Support, including School Food and

Nutrition, USDA Food

L

Distribution, Statistical Services and Textbooks.

1

7. Record Series Description

This file contains the following documents finclude form numbers and titles, If any):
Attach samples of the file.

Docurnentsrelatlng to: assisting local school systems by providing them with various state
educational services and resources.

included are: circular letters from the Asgsociate State Superintendent of Administrative

Services to local school systems related to coordination of activities between
the local scheool systems and the State Department of Education.

File is arranged: chronologically by date.

8. Monthly Reference Rate
One to six months old

How often are records referred to which are: .
;: Seventoswelvemonthsold . _; Thirteen to twenty-four monthsold — __ .. __;

| . twenty-five monthsandolder . ___?

Letter-size drawers

9. Annual Rate of Accumulation of Records

; Legal-size drawers :Shelves __________; Other (specify)

AR-50-71; Rev.76

{Over)




YES | NO ]| 10. Questionnaire  (Place an “X" in the praper column) ¢ ot ' f

a. Is this the official copy of the serios?

X {f not, where is it?

b. Does the series contain confidential information requmng security handling? If yes, élte Iaw or regulation,

x‘ _L -
X c. Isthisa vuul record?
X d. Does this series have historical or long term research value? ’
e. When one or two documents in the file make it neoessarv to lceep the entire flle for a long period, could these
NA documents be scheduled separately? 6o’ s _
X 1. f, s th inf r j i ) ch 0DV,
| 9. Is the information contained in this series éver analvzed lndfor reoorded ina summanzed report?
X I ves, attach copy,

‘h. Is there a duplication of this series in your office, or in another office or agency?

X _ 1 1f ves, where?

K Transfer to State Archives for permanent retention.
O Other {Specify)

These instructions apply 1o all prior and future accumulations of the series.

X A Ismummmmcma_o_m_mmﬂy_mmoﬁhmﬂ | ’ o
X j.Does the record series result in a computer printout? :
11. Retention Requirements The following requires the series to be kept:
a. State Law years.' _d. Audit period s years.
b. Statute of limitation years. . e, Administrative heed _years.
c. Federal law years, §. Federa! re'tention instructions years,
Attach copy or excert of laws or fegulatidns; E"xpilain administrative need. ) )
12, Approved Dnspommn ll;stmctaons . Thus agency recommends that the fule series be cut off at the end of each ' :
¢ L R _ KKCalendar Year. El Flml Year I;I Other - .. --_ o2 zo then,
X Hold in the crvent Fiies area _-_mmﬁionth(sl __,L_ vear(s) then “1;_._,‘ _ _’ . o o .
O Transfer to local holding area: hold_m_ vear(s) then
3 Transfer to State Records Center;hold . vyear{s}); then
O Destroy.

State Records COmrmttee {Signature)

ency Head/Designee . Date Records Management Officer ' (Signaturé) =~
| 5{ ?'% g/gé/ foz| Watle, 2, @%MM s/ac/72

Hecornmendations in para- ' _ 7 -
graph 12 are approved. State Auditor/Designee W ( -/~ g™
7

{1r d:sapprovad sttach Icmr

of explanation.) Secretary of State/Designee @MLZ_/ M’L

Attorney General/Designee .
AR—80-71; Rev. 76 T Side
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APPLICATION FOR RECORDS RETENTION SCHEDULE | DEPARTMENT OF ARCHIVES ANG HISTORY

HECORDS MANAGEMENT DIVISION

T . INSTRUCTIONS: See Publication No. 76—P.M— for instructions on completmg this form., Forward signed original to
Department of Archives and History, Records Managerment Division, 330 Capitol. Avenue Atlanta Georgia, 30334,
Attention: Scheduling Section. . ‘

FOR AGENCY USE 1. Agency Address . . FOR RECORDS MANAGEMENT USE *
Application Date . Department of Education .o Application Number

: Office of Administrative Services = : - A

233 State Office Building , - _- 7 T ; 6 q ,

"1 Application Number Atlanta, Georgia Date Received . Date Completed
: e “‘2“‘5‘ | 1=29-%) |
2. Person to Contact - o ‘Working Title - Telephone Number .
Mary Anne Bauer : . Principal Secretary 656-2438
3. Action Requested T ' ,
a. [ Establish Retention Schedule; record will continue to accumulate.
b, O Dispose of present accumulation; no further accumulation anticipated.
, ¢. @ Amend Application No. 77-384 Check One: & Change; [J Supercede; O Void
4. Dates of Serias 5. Records Series Title (followed by title used in office; if different)
Earliest . Latest . o :
1963 l To Date Administrative Services Local School System Assistance Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Office of Adminstrative Services is responsible for providing supportive services to both
the State Department of Education and local school systems through Fiscal Services,
Facilities and Transportation, Regional Education Services, Public Information and
Publications, Public Library Services and Local Systems Support, including School -

Food and Nutrition, USDA Food Distribution, Statistical Services and Textbooks.

1
7. Record Series Description This file contains the followmg documents {include form numbers and titles, if any).
Attach samples of the file.
Documents relating to: assisting local school systems by prov1d1ng them with various state
educational services and resources. :

Included are: correspondence and any other documents related to the coordination of
activities between the local school systems and the Office of Adminis-
trative Services,

File is arranged: alphabetically by local school systenm.

8. Monthly Reference Rate How often are records referred to whlch are:

One to s5ix months old —: Seven totwelvemonthsold ________; Thirteen to twenty -four monthsold e ___;

twenty-five monthsand older _______.__ -7
9. Annual Rate of Accumulation of Records - ™ e .
Letter-size drawers __-_._; Legal-cize drr_gwgrs‘__b___Z___: Shelves .} Other (specify)

i AH;50—71: RAov, 76 R . (Over)

1




n e - —_—2 _ .
YES | NO | 10. Questionnaire _ _(Place an " X'" in the proper column) * ' * v H: '
a. s this the ofﬁc;al copy of the serles? o .
X If not, where is it?
| X b, Does the series contain confidential mformatlon requmng security handhng? If yes, r.;ite Iaw or requlation. -~
- 41
X[ e Is this a vital record? .
X d. Does this series have historical or long term research vatue? -~ °
e. When one or two documents in the file make it necessary to keep the entire file for a Iong penod could these
X “documents be scheduled separately? :

X f, is the_merm Juon contaaned in this series ever pgblnshesiLﬁ_ngauach copy.
b g ls the mformatlon oontamed in this series ever analyzed and/or recorded in a summarized report?

X _If ves, attach copy, L
h. Is there a duplication of this series in your office, or in another off_ice or agency?

X If ves, where?

X i. s this series for a major _Qofjrqn ofit] ;egglar_lim_mrofllmed?

. X i... Doas the record series result in a computer printout?

11. Retention Requurements The following requires the series to be kept:

.years,

a. State Law years. d. Audit period
b. Statute of limitation years, e. Administrative need . S years.
c. Federal faw years. f. Federal retention instructions years.
Attach copy or excert of laws or regulations, Explain adrﬁinistrat_ive need,
12. Approvedr Disbosiﬁon lns_truc‘tibns _ " This agenc;“;éa:‘r}:mends that the file series be cut off at the end of each
' @ Calendar Year; OJ Fiscal Year; (O Other then,
@ Holdinthe currentfilesarea ____ _month(s) ____ S vyear(s); then
- O Transfer to local holding area; hold year(s); then
O Transfer to State Records Center; hold year(s); then
O Destroy.
@ Transfer to State Archives for permanent retention. :
a Other {Specify) i
These iﬁstructions apply to all prior and future accumulations of the series.
4 77 |
Si ng(/ {Sigpa/_ggr@} 4 Pate 4 ' | Records Management Officer {Signature) Date
/ .
'[@4{54;11_ /A,tsléj wd.%.o\/% @WOAM ’“6— g/
7 R " f/ / : . U N
: State Records Committee (Signature) Date

Recommendations in para

graph 12 are approved.,
{If disapproved, attach letter

/ State Auditor/Designee (

T
W ' j‘?.‘:; ]

=
Secret tate/Designee

of explanation.) @ M—JLM M . [-Z26~ 37
' i
Attorney General/Designee /%ﬂ 7 M } / . 1/1' p Q [
AR-50-71; . o (Hovarm Sach) E

Rev, 78
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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT D{VISION .

. _ INSTRUCT JONS: See Publication No. 76—BM—1 for instructions on completing this form, Forward signed original to
= Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attentlon Scheduling Section.

]

FOR AGENCY USE 1. Agency Address i FOR RECORDS MANAGEMENT USE
Application Date Department of Education s Application Number
November 30, 1977 QOffice of Administrative Services 7 7-— 3 % q ]
Application Number 233 state Office Building . Date Recsived Date Compteted
20 Atlanta, Georgia 30334 DEC  § 1977 l JAN 9 1979
2, Persb;l t;éontact ) o Worki;g' Title o - Tél::;»;:-;na Numia;sll; T
_ __I:Iary Calhoun Administrative Secretary 656-2438 ]

3. Action Requested

8. [X Estabnsh Retention Schedule: record will continue to accumulate. . N
b. [ Dispose of present accumulation: no further accumulation anticipated. -

c. O Amend Application No, Check One: [] Change; O Supercede; [0 Void
4, Dates of Series 5. Records Series Title ffollowed by title used in office; if different)
Earliest Latest
1963 | To Date LOCAL SCHOOL" SYSTEH ASSISTANCE FILES - AL - D ]

6. di-v—irsrriéﬁr":ﬂaﬁd Office Function <What is the functlon of the Division and the Office in which this record series is created?

The Office of Administrative Services directs and coordinates supportive
services to both local school systems and the State Department of Education through
a variety of activities including, but not limited to, planning and evaluation,
school food services, school plant services, school transportation services, liaison
with local school systems, accounting services, grants management, financial review,
EDP systems and procedures services, surplus property services, publications and
information services, and general services.

7. -Record Series Description This file contains the foilowmg documents {include farm numbers and titles, if any):
" Attach samples of the file,

Documents relating to: assisting local school systems Lby pr0v1d1ng them with various gtate
educational services and resources.

Included are: correspondence and any other documents related to coordination of activities
between the local school systems and the Office of Administrative Services.

. Fileisarranged: alphabetically by schoél system. - L - . ‘

Ve

8. Monthly Reference Rate How often are records referred to which are:
One to six months old __4___.___: Seven to twelve months old __i‘____._; Thirteen to twenty-four months old )
twenty-five months andolder—_ 1_____?

9. Annual Rate of Accumulation of Rerords ,
Letter-sizedrawers —_____; Legal-sizedrawers 2 _;Shelves___________:Other (specify)

AR-50-71, Rev.76 {Over)
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Attach copy or excerpt of laws or regulations. Explain administrative need. :
Although the monthly reference rate is low on this record series, it is needed in the

problems or needs.

i 12. Anuroved Duspos;tnon Instructlons “This agency recommends ‘that the file se senes be cut oif at thb end of each: ‘
- ) o Calendar Ycar X Fiscal Year O Other L = T T fReh,

Kl Hold in the current flles ar’ea ___...__..:_._ﬁ,,month (s) __im___- '(ear{s) then '
O Transfer to Iocal holdmg‘ aréa hold —— ... year(s) then

O Transfer to State Records Cenfer;hold .. .. year(s);then -~ . .
O Destray. R ' g
B Transfer to State Archives for permanent retention. :

O Other (Specify) |

These instructions apply to all prior and future accumulations of the series.

| YES [ NO | 10, Questionnaire _{Place an “X"" in the proper column) _ ‘
% a. lIs this the official copy of the series? - T ' .-
|~ | __1___lfnot, whereisit? — e e . TS
b. Boes the series contain confidential informatian requiring security handhng? If yes, cite law or regulation,
X c ls this a vital record? : | o
X i_ _|_d. Does this series have historical or long term research value?
8. When one or two documents in the file make it necessary to keep the entire file for a Icng pencd could these
X d cmmgnmbmmmgm!v7 i
1 X ‘t ies ever published? ¥ ves. attach copv. .
g lf.the mforﬁ'iation contamed in this series ever anaivzed and/or recorded in a summarized report? B
1 X _If ves, attach copy, S ——
h Is there a duplication of this saries in your office, or in another ofﬂce or agency? -
U X | Ifves, where? N i -
L 1LX | i _ls this series {or 2 major portian of it) reqularly microfilmed? .
1 X [ i._Does the record series resuit in 3 comouter printout? N _
11. Retention Requirements The following reguires the series to be kept:
a. State Law 0 years. d. Audit period 0 years.
b. Statute of limitation 0 _vyears. e. Administrative need — 12 vyears.
c. Federal law 0 years, f. Federal retention instructions 0 years.

generating office for immediate reference when assisting local school systems with various

Date | Records Management Officer (Signature) Date

d
ta Records Committee (Signature] Date

/f/ad;ég Walke R Bmmm 1-9-77

Recommendations in pa
graph 12 are approved. State Auditor/Designes / - 7"73

{If disapproved, attach letter

Attorney General/Designee (/%/m U / 7 - ?

of explanation.) Secretary p¥ State/Designee M 7BAL-_V S

AR—80—71; Rev.76 (Reverss Sida) 7
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